®

7 GEORGIA DEPARTMENT OF HUMAN RESOURCES
APPLICATION FOR RECORDS RETENTION SCHEDULE : OFFICE OF ADMINISTRATIVE SERVICES

RECORDS MANAGEMENT UNIT

For instructions on complating this form conitact DHR Records Management Umt 47 Trinity Avenue, Atlanta, Georgia
30334. Phone - (404) 656-4976 GIST 221-4983
DHR 1. Deportment Address HLkMG.u, Rasowd.,s ARCHIVES AND HISTORY N
Application Date Division of Administration Application Number
Oct. 3. 1978 | Office of Administrative Services 75-267= £
ct. ) >
Application Number gont r 2; t8; SHManagement Office Date Received Date Completed
ocom
| Atlanta, Ga. 30334 OCT -3 4978 |06 181978 |
2. Person to Contact Working Title Telephone Number
Phyllis Lee _ Administrative Aide _ ] 656-5739
3. Action Requested ‘
a. [0 Establish Retention Schedute; record will continue to accumulata. , to change cut off period
b. O Dispose of present accumulation; no further accumulation anticipatad. to fiscal year (from calendar
¢. &1 Amand ApplicationNo. ___ 75=267 Check One: [B Change: [ Superceds; [l Void = Yyear)
4. Dates of Series 6. Records Series Title followed by title used in office; If differant)
Esrliost " Latest . 3
] Contract Activities Report Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
7. Records Series Description This file contains the following dc:cumantsl linclude form numbers and titles, if any):  Attach samples of the file.
Documents relating to:
Included are: N
'
File is arranged:
8. Monthly Reference Rate How often are records referred to which are:
One to six months old ; Seven to twelve months old ;  Thirtean to twenty-four months old H
twenty-five months and older I ;
8. Annual Rate of Aecumul_aﬁon or Records T
Latter-size drawers __._‘;_z_; Legalsizedrawers — .. .. ; Shelves — . _ ; Other (Spsecify)

Form 4998 {7-78) (Over)




-
YES | NO_| 10. Questionnaira _ {Place an “X" in the proper column) T . | : AT i
o ¥
a. s this the official copy of the eeries? .
If not, where Is it? ' )
b. Does the serias contain confidential information requiring security handling? If yes, cite law or regulation, o
| ¢. I8 this a vital record?
d. Does this series have historical or long term rasgarch vatue?
e, Whan ons or two documents in the file make it necessary to keep the gntire me for a long period, could these documents
be scheduled separately? - ) .
f. s the information contained in this series ever published? _ lf yes, sttach copy ~
9. I# the information contained in this seriss ever analyzed and/or recorded in a wmmarized report?
H yes, attach copy. 7 )
h. Is there a duplication of this series in your office, or in another office or agency?
i yes, where?
I. s this series {for & major portion of it) regularly microfiimed?
j. Does the record serles resuit in a computsr printout?
11. Retention Requirements The following requires the series 1o be kept:
a, State Law ) 3 years. : d. Awudit period years.
b. Ststute of limitation . years. e, Administrative need — years.
c. Federal law - YEBTS. f. Federal retantion instructions years,
Attach éopy or excerpt of laws or regulstions. Explain administrative need,
12. Approved Disposition Instructions  This agency recommands that the file series be cut off at the end of sach:
Dicalendsr Year; CfFiscat Year; [ Other then,
K} Hotd in the current files sree month(s) 2 yesr(s); then
{1 Transfer to local hoidingarea; hold . . year{s); than
K] Teansfer to State Records Center; hold year(s); then
£ Destroy
O Transter to State Archives for parmanent retention.
O Other fSpecity}
These iu_'nsluuctiom apply 1o all prior and future accumulations of the seriss.
Agency Mesignm (%tyrg} Date Records Managen:ient Officer {Signature) Date
; 3o W |GLHESD Sl
/ ocr 1izébeth W. Cfank 10/3/78
_ - _ASiale Records Committege  (Signature) Date
Recommandations in paragraph J/
12 are approved. State Audlitor/Designee }D Y ¥y
{i disapproved, attach letter —
of explanation.) Slcn%atamuigm M W 10+ 13 <7

Attarney General/Designes

TAAE e Y

/U-9 7]

Form 4698 (7-78) {Reverss Side)
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e ;_ - & - + k ] - . 5, . ] )
—STATE ” . . T OFFICE QF SECRITARNT OF 3TATE
oF Application for DEPARTKENT OF AACEIVES & BISTONT PAIGE
GEORGIA RECORDS DISPOSITION STANDARD  aacoros sumscewest orvisron

T mrmg— T

1 _Applicsticon Date FOR RECORDS MANACENENT DIVISION USF

JNSTRUCTTONS Ses separate imstructicons for completion ~f

‘L' ‘q '—!5 frons and reverse of this form. Sign or:gz-m! and two r.-orul Date Recelved Applicetien No et Chmpietet
2} Agency hppiicaticon Mo, 4 ’
P a1, faruurd to Departmant of Archives and mnor. lllcﬂ! an 75 zbz
DH’R ZD Records Management cfficer. : Q-EE 5 1975 "E-Cf 1 s 1975
e

Pereon
.

Ler rpptest

% ﬁel arl:l wigi. _E 6£9 Hllnn [y elsllo'.{lrzl;&qesﬂ'ir- Addrens
Division of Administration
Administrative Support Serwvices
47 Trinity Ave,, Rm, 621-H

| Aﬁlam:a= orgia 30334 ministrative Aige | 6564760
T. N REQUESTED ‘

ESTABLISH DISPOSITION STANDARD; E] DISPOSE OF PRESJENT ACCUMULATION;
. RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED.

Phyllis Lec

— - e e e

wWerning Titie Tei . l"»

8. Earllest & Latest 9. Exact Series Tltle
Dates of Series

1973 - Present -1 Contract Activities Repoft Files

—_— e

p o What is the function of the office in which this record serles is created?

The Division of Administration is respon51b1e for pmv:.dlng ‘administrative support to the
Department. This includes general account:mg services; budget .developrent and management:
general support services; ‘data processing and management niformatlon systemss patient accounts
services; and personnel services,

1. This f11e contains the following documents (include form numbers and tltles, if any,
and file arrangement ).

Documents relatlng to the procurement of serwices by contracting variocus par‘tles to perform
spec:Lflc operational functions for DHR Division Serwvices.

Included but not limited to are the contract for serv:Lces costs and recomended services
to be performed, rEqu:Lrements for' operatlon, monthly contract actlvrt:y report and sn.mlar :
and related docwne'hts o

Flles are arranged by DER division, thereunder alphabetically by name of contracting agency.

Piten S . - " . e - =
' I4 P I
" il A M
] [ EQUIPMERT ACCUPTED Ra. of Dravers Cu. Pt. of Ferords Ho. of Drawvers Cu. Pr. ot Necorsds
: i . ANNUAL RATE GF ACCUMULATION R
Letter-uire Fije Dravers ’ 14 8
L ; T T . in Ofricelal In Storsge Aresfia)
- —-_L"‘-.‘,{‘E-" File Drawers .”': ) - 8 . . . .‘16 naor,".“ Occupted (sSqusre Peet) _II-I»
- - Ihi- Lest FPrecedinggril Frior
* Yepr"s Year's Ygar's Years'

L AVENAGE DATLY REFERENCES

10 5 1| o

Form  AM-S0.YLC ]



. . v . O s T OPASE 2

: - = T - e e
QUESTIONNAI RE Place an "a” in the proper column. IF anawer is “YES," please explain ; YES ND
13. Is this the Record Copy of the series? ' l ix] ]
14. Is there a duplication of this series in another office or agency? : o [x} []
-Copies of contracts are in appllcable Division Director's office S
15. Is the information contained in this series ever summarized or published? %] [1
Attach copy of summary or publlcatlon Monthly summary report, U R
16. Does the seriés contaln cla351f1ed information ‘requiring security hendling? . [.] [x]
17. Does the series inltiate, amend or terminate agency p011c1es and procedures? dx] ]
‘Contract expiration ) S
18. Could the function be performed if the files were lost or destroyed? o Ix) 0]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? [ %
20. Does the record series provide data as input to an EDP file? 171 [x]
21. Does the record series contain documentation produceéd as EDP printout? o [-] “[x]
22. Has the Federal Government issued instructions governing the retention/dispo- . [x] [ ]

sition of these files? "Record copy may be’ rewewed for audit purposes when™ 7
.federal funds are involved. i .
23. Wlll there be a need for these records 10, 15 years from now? If yes, what? = [ [%]

2k, REQUIREMENTS The following requires the files to be kept 6 _years:

-

a.[JSTATE b.[{STATUTE OF c.{]AUDIT d.[ ]JFEDERAL  e.[ADMINISTRATIVE f.[]JHISTORICAL
LAW LIMITATION - PERIOD LAW DECTSION "~ VALUE
(Cite Law, Statute, or other reason for the rctentior requirement)
Georgia Statute 3-705 (4361) Simple contracts in writing
All actions upon pr'omlssory notes, bills of exchange, or other simple contracts in wm.tlng

_ﬁhaJl_]Jﬂ_hmu%hIHJIhm_SJwarShaften_the_samﬁ_ shall have become due apd payable.
25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[>§CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then:

[ { Hold in the current files aree - ‘'month(s)/ year(s):

%} Transfer to [X] State Records Center [ ] Local Holdlng Area, hold 4 ear(s)

] Transfer to State Archives for permanent retent1on o - o
}‘Destroy immediately after cut-off. . e ) j‘,,ﬁ_' .-

Prag

Other: (Spec1fy)
Achnms‘!:r\atlve Support (Record Copy) - Cu't—off f:Lle at the ‘end of the calendar year', hold two

-

~ e lew Ao tiyo i C.yeard df ctrrBnt file§ area; theh transfér to'State- 7
g <, ~ - - Records Center for L years; then destroy. Ce L st
DHRIhvlsuxlcooniuunnrs Not included in this echedubet. (Will be

scheduled separtely.)
(Indicate brie fly rationale for recommendations above/or write additional remarks) :

7 D R -
Fe@m“ge’mgbom (S"g"“tm) (- (o255 OTHER REQUIRED SIGNATURES DATE
26. Recommendations |4g Head/Destgnee / m g %
in paragraph 25 Disapproved ’5{ ///’
uditor/lesignee 7

are: _ gn i
: [17 Approved [ ] Disapproved \‘A&QIM \\(\ th e
Secretary of State/Designee

(%] Ayp/roved [ 1 Disapproved

STATE RECORDS
COMMITTEE

ttofmey General/Degignee
roved Disapproved

WLQM /2. )27/




